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CONFIDENTIAL 


Deputy Director (Administration) 17 Movember 1951 

Director of Supplies end Services 


Organisation of Supplies and Services Office 


1* This organisation is headed by a Director and three 
Deputy Directors* The work of the Deputies divides Itself materially 
between Plans, Intelligence, and Administration. Under this level 
of authority come Assistant Directors and Administrative Office 
Chiefs, The general worth of theAdministrative staff divides it- 
self naturally into "things", "money*, and "people" , 

jj, The job of the Director of Services and Supplies is to 
direct the performance of purchasing and services and to coordinate 
the f unc tioning of these divisions throughout both the overt and 
covert sides of the Agency. 


3. The funds used to provide the financial 
overt and covert functions is taken care of by 
Ir. Saunders, the Comptroller. 


s ort of th ese 
Hand 



lu The procurement of personnel to staff thea^overt^nd 
covert sides of tie Agency is taken care of by BHHHBhHBS! 
and his Deputy, Mr. Keloon. 
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5. It is hoped by the Deputy Director (Administration, 

Walter Held Wolf, that the three facets of Administration, namely, 
"people", "things", and "money", will be brought closer and closer 
together so as to eliminate as much waste effort and waste of 
money as possible. Each of these facets of Administration is 
staffed with personnel ranging in age of service from ten years 
to the most recent acquisition, such as myself. 


6, It is hoped, in combining the functions of Administrative 
Services and Procurement, that I will be able to utilise the 
existing padre to the fullest possible extent in order to benefit 
from the experience of these old-time CIA workers « However, in 
Procurement I find that the Table of Organisation is wholly 
inadequate, both in nuntoer of positions and in amount on the 
budget approved for the Fiscal Tear 1952, to handle the doubling 
of work, particularly on the covert side. Therefore, I propose 
that several technicians be employed in Procurement and Inspection 
so that the Agency will be self-contained and have its own people 
to answer technical questions, rather than to continue to draw 
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Deputy Director ( Administration) 17 tfer88to ® r • 

mm the military and other Oevimtaaot agencies as heretofore, 
that procedure would enable as to got started with our huge 
nroewraaent program. We become more end wore involved la a 
war®, sad could at any time be involved In a%oi ws*% 
m need to be tore end sore «self-eoatsin»d a . 

y I have studied the possibilities of coaeolidatin,:, the 
two fleets »f Services end Supplies into one integrated Body 
beaded by an Assistant Director equal In authority to Maistent 
Olreeteri^^^Witn tbs title of Director of Saprliss and 

Services* 

8. i find the demand on "rooureaent, especially fro® *TC* 
to be eomnletely beyond their ability to cope with the increased 
axe proposed for the fiscal fear 1952 fro® 
soon from IE. The personnel are wholly Inadequate, both in 
fsaBrnt and in quali ty, and X recommend that we eae tne existing 
cadre consistin.. of trained f r oeaw — nt people that have been 
ob tained through other agsneies and augment this aadre wit;:* tech- 
steal people qualified to furnish answers to technical questions. 
I estimate that perhaps 10 good technicians can serve this 
Preeorwmeat force and not greatly Inerssso the f/C end, at the 
tins, turn out sore quality in the placing of contracts. 


9, I find that the aontraots are being reviewed by Sr. 

Ifxea the Oenerel Counsels afflee who nsa been assigned 

i®e to Procurement. This ie necaeaary because the 

contracting of fleer doss not have sufficient 

training to be able to properly draw contracts. X fee 
that, in —sal »<«e the various lawyers whoa X have net la ay 
indoctrination coarsa, ^^MM^M MBQ ffere both an aoaadai 
of knowledge of CIA natter (having served ** 
for ten years) and legal special knowledge which we need in 
fro earwen t. I weald highly recommend that he be assigned as 
a 1 -^e® 1 Advisor to Mr. James aarrison. 

10, As to the length of time it ahould take ac to be in a 

p flu gjt A-m to MSESMt reapoaaibillty and sa te decisions, I would 
mv that if continue to help we 

la the sees w^^iMc^bc^i^w^anetioning that by I 
Januar y 1952 X will be able to taka mm of the administrative 
lead off-year shoulders. 

11, Attached find a rough draft of the combined organisation 
chert proposed for the Director of Supplies and Services. 
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Deputy Director (Administration) 17 November I?51 
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Slot So . 1 
Slot So. 2 


Slot So. 3 


Slot So. k 


Slot Soe. 5ft, 

5k* 5o, Sd, 

5* 


Slot So. 6 


Slot Nos. 6a, 

6b, 6c 


Slot No. 7 


Slot So, 7a 


Director of Supplies and Services 


Comb i ni n g the administrative support } 
of both Administrative Services and ) 
Procurement in one location. Quarters) 
Sye. ) 


A new division called "Field Instai- ) 
lotions" should be created to give ) 
direct adninistratlvi 


igton and ) 


end "safe houses’* in Washington 
perhaps other field installations ) 
abroad. Has determination of tills ) 
latter concept will be left to you. ) 

be equal in authority ) 
m Chief, Administrative Services to ). 
Mr. Garrison, Chief, Procurement ) 
Office, ) 


these slots for Chiefs of Trans- ) 
portation, (a); Real Estate and ) 
Construction, (b) j Building Main- ) 
tenance and Utilities, £c)j Records ) 
Management and Distribution, (d)j; ) 
and Machine Records, (e), have no ) 
suggested changes at this time. ) 

Printing and Reproduction to be ) 
renamed Reproduction Division to ) 
avoid competition with the G.P.O. ) 

These slots have Chiefs of Plant ) 
Services Branch, (a) j Photography ) 
Branch, (b); and Printing Branch (c) .) 
I have no suggested changes at this ) 
time. ) 



I propose a revision of Procurement us , 

Office as follows* 

25X1A 

Supply an d Warehousi ng Branch now ) 
headed by to be augmented by) 

Division Chief 
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